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How to Pre-register 
Students



ACUPLACER Pre-registration

• The ACCUPLACER platform supports pre-registration of 
students participating in ACCUPLACER. 

• If more than 25 students will test at one time, pre-
registration is recommended. 

• The Site Manager and/or Proctors can pre-register students.
 The system allows students to supplement or edit their own profile 

information when they login to take the test.

Pre-registration saves time on testing day and 
improves the accuracy of student data.



Two-Step Process
1. Pre-register Students:  Populate a pre-made template with student data 

and import into ACCUPLACER system

2. Create Vouchers:  Print vouchers (one per student) for students to use 
when logging on to begin an ACCUPLACER test session



Step 1: Pre-registering Students

From the Users tab, select Student Pre-Registration. 



Select Import Student Profile Information.

Import Student Data – Using the Template



Retrieve the Template

Select Student Pre-registration Template.



Populate the Template

• This spreadsheet contains all of the fields on the Student Information 
screen. 

• Complete this spreadsheet with your student information.  
• Any entry on this spreadsheet will appear on the Student Information screen 

when a student begins testing. 

• The student can edit these fields at the beginning of testing except: 
• Student ID, First Name, Last Name, DOB-Month, DOB-Day and DOB-Year.



Click on the Users tab, and select Import Student Profile 
Information.

Import Template into ACCUPLACER System



+ Indicate if your file includes header rows, then click Browse to 
find the import file (template) that you created and select it. 

+ The file name will appear in the Import File field.  Click 
Submit.

Browse for the Template



Import the File

Once all errors are corrected, click Import Students.  



Verify the Imported File Status

When you click Student Profile Information Imports, the imported 
file will be listed.   



+ Site Managers and Proctors can generate test vouchers.   

+ To generate a test voucher, click on the Administer Test tab 
from the home page, then select Voucher Generation. 

Step 2: Create Voucher for each Student



To select the imported file you want to use, place a check 
mark in the box next to the file and click Generate Voucher.

Voucher Generation: Select the File



Voucher Generation: Assign Branching Profile

A list of all students from the import file is shown.  In order 
to generate a voucher, each student must be assigned a 
Branching Profile.*

*A Branching Profile is the set of tests to be administered.



Place a check mark next to the name of each student who 
needs a voucher, then click Generate Voucher.   The 
vouchers will appear on the next screen. 

Voucher Generation: Printing the Vouchers

√

Tip – remember to save the excel file before printing



+ To add a custom 
message to the 
voucher, click on the 
Users tab and select 
Custom Messages.  

+ Your message will 
appear in the Message 
from the Institution 
area of the voucher.

Sample Voucher: Add a Custom Message



ACCUPLACER 
Test Administration



Test Administration Questions

1. How do I check the ACCUPLACER computer requirements?

 Go to www.accuplacer.org

 Click on Professional/Administer Test

 Click on Systems Requirements button

 Receive immediate report

 Check all computers prior to test administration day

http://www.accuplacer.org/


Test Administration Questions, continued….

2. How many proctors are needed?

• One Proctor for every 15-20 computers

3. How long will testing take?

• Test sessions are untimed; allow approximately 40-45 minutes per     
section

4. Does testing have to be completed in one setting

• Testing can occur over several days; use the Save and Finish Later 
feature Tests must be completed within 14 days if you use this option

5. What content areas are included?

• Reading Comprehension and Mathematics

+

+



Test Administration Questions, continued….

6. How many math sections will a student take?

• Each student will start with Elementary Algebra Placement Test.  If a 
student is not college level they will receive an additional diagnostic 
(Math Group A, or Math Group B, or Math Group C)

7. What are the dates of the statewide testing window?

• January 22 – February 20, 2015 (first-time testers)

• February 25 – April 1, 2015 (retesters)

8.  Where do I find information about testing accommodations  
for students?

• Paper/Pencil  tests administration webinar Dec 8, 2014, 3:00 p.m. to 4:00 p.m.

• This webinar will be recorded and posted on the DOE CCR website.



Test Administration

There are two ways to administer ACCUPLACER:

1. Standard Test Administration – Recommended when     
testing less than 25 students at one time

2. Pre-registration Voucher Test Administration –
Recommended when testing more than 25 students at 
one time

Step-by-step instructions are posted on the IN DOE website.



Standard 

Test Administration



Test Administration: 
Standard

• Use Standard Test Administration Procedures when testing 
less than 25 students at one time

• Remember to run a system check on all computers prior to 
testing.

• Pop up blocker is the most common error.

• System check requires logging on to each computer.

• The Save and Finish Later feature 

• Allows you to complete a test session over multiple 
days if needed. 

• Test sessions will stay active for 14 days



Pre-registration 
Voucher 
Test Administration



Test Administration: 
Pre-registration Student Voucher

Direct students to the ACCUPLACER login screen, www.accuplacer.org.  
Instruct them to click on Use Voucher.

http://www.accuplacer.org/


Students Enter Information from Voucher

Instruct students to enter the Voucher Number, Last Name as it appears on their 
voucher, and their Date of Birth.  Click Submit to continue.

• Student Information screen appears with all of the fields 
populated from the import file.

• Students can edit/change all fields except:
Last/First Name
Student ID
Birthdate 



Administer Test Through Voucher

While students are entering their information, 
the Proctors log on to release test sessions.



Validate Voucher to Begin Test



Additional Training 
Opportunities



Training Webinars: 
Additional Options to Assist You



Technical Assistance
+ ACCUPLACER Help Desk

- 866-607-5223

- Start a live chat – www.accuplacer.org

+ Kathie Montognese – ACCUPLACER Senior Assessment Manager

- kmontognese@collegeboard.org

+ Deborah Anderson – IDOE ACCUPLACER Institutional Administrator

- danderson-NONEMP@collegeboard.org

http://www.accuplacer.org/
mailto:kmontognese@collegeboard.org
mailto:danderson-NONEMP@collegeboard.org


Questions

Thank You!


